
Go to www.myVTax.vermont.gov to access 

the Department’s portal for online 

services. To begin, log in by entering the 

Username and Password you chose 

when you registered. 

Click Log In. 

Because you 

registered in the 

system, the 

information you see 

here on the Home 

screen is specific to 

you and your 

clients. You will 

have access to 

myVTax features, such as receiving alerts, client 

requests you filed, view messages and letters. 

Links found under I WANT TO allow you to 

perform a number of functions, such as add 

more people in your office to work on client 

accounts, send a secure message to the 

Department, and more.  

Click File a Real Estate Transaction Tax Return. 
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If you have already registered for a myVTax account, this guide provides step-by-step instructions on 

how to log in and file Form PTT-172, Property Transfer Tax Return, at www.myVTax.vermont.gov. 

We also have an instructional video available at www.tax.vermont.gov. 

 

 

myVTax Guide: How to Log In and File a Property Transfer Tax Return 

Iss. 12/2016  •  Rev. 09/2018  •  Pub. GB-1130 

  

Page 1 of 8 

Step 1 

Step 2 

http://www.myvtax.vermont.gov
http://www.myvtax.vermont.gov
http://www.tax.vermont.gov


  
DEPARTMENT OF TAXES 

Page 2 of 8 

Step 3 

Click PTT-172 for filing 

a Property Transfer Tax 

Return. 

Step 4 

Click the drop down 

menu and choose 

your role—

transferee, transferor, 

or attorney/other 

third party. 

Clicking Next saves your entries 

and moves you to the next step. 
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Step 5 

Enter the information 

for the primary 

transferor and 

primary transferee in 

this section. Be sure 

to enter a valid 

Phone Number  

and Email Address.  

If you have more 

transferors or 

transferees to add, 

click Yes. If not, 

click No. This is a 

required field. 

Note: Fields containing a small orange caret are required fields. 
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Enter information about the property in these 

sections. Please note the following convenient 

features:  

• When you select the town, the first six digits 

of the SPAN will autofill. Enter the last 

five digits for the property. 

• When you enter dates using the       calendars, 

the system calculates the       Years and 

Months. 

Click Next to continue entering property 

information. 

  
DEPARTMENT OF TAXES 

Page 3 of 8 

Step 6 
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Continue to enter property information.  Please 

note the following:  

• Section G       addresses land in Current Use.  

• Lines H3-H6       may display more fields 

depending on how you answer: No or Yes. 

If wish to finish your form at a later time, click 

Save. You will be given a Verification Code to 

log on again later.  
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Step 7 
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Step 8 

If the property qualifies for an 

exemption, enter it on       Line E1. Not 

sure if the transfer qualifies, or which 

exemption number to use? Click the 

      “i” icon for explanations of the 

exemptions. 

If it is not eligible, select 00 None at 

the top of the drop down menu. 
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Step 9 

Indicate any possible 

withholdings, including 

a Commissioner’s      

Certificate exemption if 

one is issued.  
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Step 11 
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Step 10 

Complete the Rate Schedule and Tax Due 

section. Fields in gray are either prefilled for you 

based on the information you have entered in 

the previous sections or display a prefilled rate.  

Enter the information in the white fields. As you 

enter the information, the system will calculate 

the Total Tax Due. 

If you have attachments that are not part of the 

standard return, you may attach them in this 

section. The Department prefers to receive 

attachments as PDF files. Please remember the 

Town Clerk can view the attachments.  



Step 13 

You must sign your return in the Certification 

and Summary section. Follow these steps to 

enter your electronic signature:  

• Read the certification statement. 

• Check the box to certify that you have read 

and agree with the statement.  

• Enter the name of the taxpayer or authorized 

agent.  

• Enter the date.  

• Enter the a daytime telephone of the person 

who signed. 

• Check the box if the return is being 

completed by a preparer, and enter the 

preparer’s information in the fields that 

appear. 
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Step 12 

If the return is not ready to submit yet, then just 

click Save. It will bring you back to the Home 

screen seen in Step 2 where you can access your 

return and edit it. 

If you believe the return to be accurate and 

complete, then you may click the box to submit 

the final version to the town clerk. Once you 

have sent it to the town clerk, you cannot edit 

it. You may view and print it only. So, be sure 

to double check your entries.  
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Step 15 

To find a saved return and complete it, return to the Home screen. Click the message There is 1 

request not submitted. 

Looking at your return, you have three options: 

Edit, View, and Print. Also note the information 

provided on the return request and the return 

history. Make any edits and then complete the 

return and submit it with payment as shown in 

Steps 12-14. 

Step 16 

Step 14 

Clicking Save means you have not 

submitted your return to the town 

clerk, so you may edit your return 

as needed. Clicking OK will return 

you to the Home screen.  

Note that you may also print your 

return, make your property transfer 

tax payment online, or if you prefer 

to pay by check, you may print a 

voucher and mail it to the 

Department. 

Need help or have questions? Call 802-828-6851 or email tax.rett@vermont.gov. 


